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INTERNAL  EQUAL  EMPLOYMENT  OPPORTUNITY  PROGRAM  POLICY  STATEMENT 

Whether  discrimination  is  based  on  sex,  race,  color,  religion,  national  origin, 
age  or  handicap,  marital  status,  or  political  belief,  employees  of  the  Montana 
Department  of  Highways  are  entitled  to  the  opportunity  to  work  in  an  environment 
free  of  discrimination. 

Because  of  my  strong  committment  to  Equal  Employment  Opportunity  I  have  dele- 
gated the  Department  Division  Administrators  to  implement  the  current 
Affirmative  Action  Program.  The  chief  objective  is  to  equalize  access  to  all 
levels  of  agency  employment  for  thos6  classes  of  people  who  have  traditionally 
been  denied  equal  access  -  minority  group  members,  women  and  the  handicapped. 

To  insure  that  the  handicapped  are  not  discriminated  against,  the  Department 
will  make  reasonable  accommodations  needed  to  enable  qualified  handicapped 
employees  and  applicants  to  satisfactorily  perform  the  duties  of  Department 
positions  except  where  the  required  accommodations  would  create  an  undue 
hardship  on  the  Department.  Such  accommodations  might  include  rearranging 
furniture,  providing  special  equipment  such  as  a  taller  desk  or  limited  job 
restructuring. 


Affirmative  Action  is  a  temporary  program  to  achieve  Equal  Employment 
Opportunity  and  eliminate  the  effects  of  past  discrimination.  Accountability 
for  the  Affirmative  Action  Program  lies  with  each  supervising  authority. 
Supervisors  will  be  held  accountable  for  attaining  Affirmative  Action  Goals. 
Their  performance  on  reaching  these  goals  will  be  monitored  in  accordance  with 
the  MDOH's  Performance  Appraisal  System. 


I  will  act  to  prevent  discrimination  in  the  Department  of  Highways.  To  enforce 
the  full  range  of  liability  and  protection  created  by  Title  VII,  of  the  Civil 
Rights  Act  of  1964,  Department  employees  must  know  their  rights  and  be  informed 
of  the  available  avenues  of  recourse.  This  information  is  available  through  the 
Department's  Civil  Rights  Unit.  Each  employee  in  this  Department  is  personally 
responsible  for  implementation  of  the  Affirmative  Aeliion  Program. 


August   8,    1982 


J 


Date"  Ga/y  J.  Nicks 

Director  of  /igjifways 

Policy    #    3.0605.1 
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SEXUAL  HARASSMENT  POLICY  STATEMENT 

Employees  of  the  Department  of  Highways  are  entitled  to  the  opportunity  to  work 
in  an  environment  free  of  discrimination,  whether  it  is  based  on  sex,  race, 
color,  religion,  national  origin,  marital  status,  political  belief,  age  or 
handicap.  Sexual  harassment  is  one  form  of  discrimination  that  undermines  the 
integrity  of  the  employment  relationship,  lowers  morale,  interferes  with 
productivity,  and  adversely  affects  the  careers  of  Department  employees.  Sexual 
harassment,  which  affects  employment  decisions  or  creates  an  offensive  working 
environment,  is  both  a  prohibited  personnel  practice  under  the  Montana  Human 
Rights  Act  and  a  violation  of  Title  VII  of  the  Civil  Rights  Act  of  1964, 

A  mutually  acceptable  relationship  can  turn  into  sexual  harassment  if  unwelcome 
advances  are  continued.  Department  employees  should  distinguish  mutual, 
acceptable,  social  relationships,  which  do  not  encroach  on  the  working 
environment,  from  sexual  harassment.  Any  deliberate  or  repeated  unsolicited 
comments,  gestures,  or  physical  contact  of  a  sexual  nature,  which  are  unwelcome, 
constitute  sexual  harassment. 


State  employment  demands  from  each  of  us  the  highest  standards  of  honesty, 
integrity,  and  impartiality  when  carrying  out  the  business  of  the  Department  of 
Highways.  Sexual  harassment  and  other  conduct  which  violates  these  standards 
will  not  be  condoned  or  tolerated.  It  is  the  policy  of  the  Department  of 
Highways  to  take  direct  and  immediate  action  when  informed  of  violations  and 
enforce  the  full  range  of  liability  and  protection  created  by  Title  VII  and  the 
Montana  Human  Rights  Act.  Each  of  us  is  personally  responsible  for  making  this 
policy  work. 


August  8.  1982 


Date 


Policy  #  3.0620 
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DEPARTMENT  ORGANIZATION' 

The  Montana  Department  of  Highways  is  an  equal  employment  opportunity  employer 
and  follows  an  Affirmative  Action  Plan.  In  writing  the  Affirmative  Action  Plan 
the  Department  followed  rules  and  regulations  specified  by  State  and  Federal 
agencies. 

The  Department  is  dedicated  to  (1)  the  construction,  reconstruction,  repair, 
operation  and  maintenance  of  public  highways,  streets,  roads  and  bridges; 
(2)  partial  payment  of  county,  city  and  town  obligations  on  streets,  roads  and 
bridges;  and  (3)  the  improvement  of  highway  safety,  defensive  driver  education 
and  enforcement  of  gross  vehicle  weight  laws.  The  state's  construction  and 
maintenance  needs  can  be  divided  into  four  classes: 

1.  Resurfacing  and  repair  of  existing  highways. 

?..  Completion  of  the  Interstate  System. 

3.  Maintenance  of  existing  highways. 

4.  Major  reconstruction  of  portions  of  the  Primary  System. 

There  has  been  extensive  reconstruction  of  rest  areas  to  make  them  barrier  free 
for  the  handicapped.  This  project  is  now  100%  complete  on  the  Interstate 
system. 

One  major  change  from  last  year  involves  a  reorganization  of  the  Department  both 
in  the  field  and  in  tne  headquarters.  In  addition  to  the  Department's  headquar- 
ters in  Helena,  there  are  five  new  District  offices:  Billings,  Butte,  Glendive, 
Great  Falls,  and  Missoula.  The  11  field  Maintenance  Divisions  will  remain. 
They  include:  Billings,  Bozeman,  Butte,  Glendive,  Great  Falls,  Havre, 
Kalispell,  Lewistown,  Miles  City,  Missoula  and  Wolf  Point.  The  Maintenance 
Divisions  are  responsible  to  the  District  Engineers  under  the  reorganization 
plan.  In  the  Helena  Headquarters,  two  major  changes  have  been  made.  A  new 
Program  Development  Division  was  created,  and  the  Equipment  Division  and  the 
Maintenance  Division  were  merged  into  the  Maintenance  and  Equipment  Division. 
An  up-to-date  organizational  chart  is  on  page  35. 

AGENCY  OVERVIEW 
DEPARTMENT  OF  HIGHWAYS 

The  State  Personnel  Division,  Department  of  Administration  conducted  an  updated 
utilization  analysis  on  June  9,  1982  because  of  a  special  request  from  the 
Department  of  Highways.  The  DOH  is  required  to  meet  a  federal  deadline  of 
August  8,  1982  for  submittal  of  the  Affirmative  Action  Plan  update. 

The  availability  data  used  for  the  utilization  analysis  was  taken  from  the  1970 
census  projected  through  1979  for  the  external  labor  force  for  the  State  of 
Montana.  The  analysis  indicated  the  Department  has  an  overall  underutil ization 
of  approximately  80  females.  This  figure  is  significantly  lower  than  last  year 
due  to  a  change  in  methodology  used  for  completing  the  utilization  analysis.  In 
this  updated  plan,  the  figure  is  based  on  the  total  number  of  positions  per 
occupational  group.  The  analysis  also  showed  for  the  second  successive  year  the 
Department  did  not  have  an  overall  agency-wide  underrepresentation  of 
minorities.  However  minority  underutilization  was  identified  in  the  EEO-4 
Category  E  -  Paraprofessionals.  This  area  will  be  addressed  later  in  the  plan. 
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The  qualified  utilization  analysis  performed  by  the  Department  of  Administration 
indicates  priority  one*  underrepresentation  in  the  following  EEO-4  categories: 

A  Officials/Administrators  for  Women 

B  Professionals  for  Women 

C  Technicians  for  Women 

E  Paraprofessionals  for  Women  and  Minorities 

F  Office/Clerical  for  Women 

G  Skilled  Crafts  for  Women 

H  Service/Maintenance  for  Women 

♦Definitions  see  page  36. 


r 


dk/215C7  -2- 


Underutil ization  was   identified  by  the  analysis   in  the  EEO-4  categories   for  the 
following  occupational    groups: 

1.       Female  (by  EEO-4  category) 

A.  Officials/Administrators  Under representation 

Occupational  Group  -  005  Civil  Engineering  Managers  1 

-  188  Career  Executive  Series  1 

-  899  Field  Maintenance  Chief  1 

B.  Professional 

Occupational  Group  -  005  Civil  Engineering  3 

-  019  Traffic  Engineer  1 

-  020  Management  Analyst  1 

-  029  Materials  Supervisor  1 

-  160  Accountant  3 

-  169  Administrative  Officer  3 

-  182  Field  Project  Manager  7 

-  191  Right  of  Way  Agent  IV  and 

Supervisors  5 

-  199  Planner  Series  2 

C.  Technicians 

Occupational  Group  -  005  Design  Series  6 

-  018  Engineering  Tech  Series  16 

-  029  Lab  Tech  Series  2 

-  191  Right  of  Way  Agents  I-III  2 

-  199  Traffic  Tech  1 

D.  Protective  Services 

Occupational  Group  -  GVW  Enforcement  Officers  0 

E.  Paraprofessional 

Occupational  Group  -  019  Utility  Agent  1 

-  029  Lab  Supervisor  1 

-  191  Review  Appraiser  1 

F.  Office/Clerical 

Occupational  Group  -  992  -  Stocker  3 

G.  Skilled  Crafts 

Occupational   Group  -  930  Drill   Operator  1 

-  998  Equipment  Operator/Mai nt. 

Supervisor  8 
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H.   Service/Maintenance 

Occupational  Group  -  382  Custodian  1 

-  998  Equipment  Operator  2 

-  999  Truck  Dr.  U5T/Laborer       6 

2.   Minority  (by  EEO-4  Category) 

A.  Officials/Administrators  -  None 

B.  Professionals  -  None 

C.  Technicians  -  None 

D.  Protective  Services  -  None 

E.  Paraprofessional s  -  One 

F.  Office/Clerical  -  None 

G.  Skilled  Crafts  -  None 

H.   Service/Maintenance  -  None 

Altnough  an  underrepresentation  of  women  exists  at  nearly  every  level  of  the 
Department  (every  EEO-4  category),  the  greatest  impact  will  be  realized  by 
improving  recruitment  and  selection  techniques  at  the  entry  level  as  well  as 
elimination  of  artifical  barriers  to  upward  mobility. 


Due  to  a  reduction  in  funding,  reorganization  and  the  resulting  RIF,  the  Depart- 
ment will  not  be  able  to  eliminate  underrepresentation  in  every  area  identified 
as  having  underrepresentation  during  the  time  frame  of  this  plan.  However,  the 
Department  will  continue  to  make  every  effort  to  remedy  the  underutil  ization 
idanti  fied. 

DISSEMINATION  OF  AFFIRMATIVE  ACTION  PLAN 

The  Affirmative  Action  Plan  is  disseminated  to  Administrators,  District 
Engineers,  Bureau  Chiefs,  Managers  and  Supervisors  through  the  Montana 
Operations  Manual  (Policy  #3-0605).  An  EEO  poster  has  been  placed  in  each 
District/Area  office  and  the  Helena  Headquarters  to  inform  employees  of  EEO/AA 
rights,  responsibilities  and  duties.   In  addition,  copies  of  the  Plan  may  be 
requested  from  the  Civil  Rights  Unit  by  calling  449-4723. 

PROGRAM  REVIEW 

The  Affirmative  Action  Plan  progress  is  monitored  by  the  Civil  Rights  Unit.  A 
report  will  be  submitted  quarterly  to  the  Director  detailing  progress  on  the 
goals  and  action  items  in  the  plan.  The  Unit  assists  supervisors  upon  request. 
A  yearly  Federal  Highway  Administration  Internal  EEO  review  is  conducted  in 
accordance  with  federal  requirements.  A  one  time  only  18  month  Affirmative 
Action  Plan  has  been  approved  for  convenience  and  coordination  of  a 
Federal-State  required  Affirmative  Action  Plan. 
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ND  ACTION  ITEMS  (BY  EEO-4  CATEGORY) 

The  Affirmative  Action  Goals  will  largely  be  met  through  affirmative  placement 
of  applicants  in  positions  through  turnover.  The  Goals  will  be  aimed  at  entry- 
level  positions.  All  of  the  DOH  female  underutilization  is  priority  one,  and 
will  be  addressed  in  this  Plan. 

Action  Items  reflect  responsibilities  accepted  by  appropriate  Administrators, 
District  Engineers,  Bureau  Chiefs,  Managers  and  Supervisors  to  help  remedy 
underrepresentation  of  protected  groups  in  their  area.  As  with  the  Goals, 
Action  Items  are   aimed  at  entry-level  positions.  When  the  Department's  Upward 
Mobility  Guidelines  are   implemented,  it  should  help  to  move  protected  groups 
into  higher  level  positions  that  are  identified  as  underrepresented.  Due  to 
reorganization,  the  final  approval  and  implementation  of  the  Upward  Mobility 
Guidelines  have  been  delayed. 

Female 

A.  Officials/Administrators 

1.   Occupational  Group  -  005  Civil  Engineering 

-  899  Field  Maintenance  Chief 

Background:    These  two  occupational  groups  are   underutilized  by  one 
female  for  each  occupational  group.  These  areas  are 
both  top-level  management. 

Analysis:     Few  women  have  applied  for  these  positions  over  the  last 
five  years  due  to  limited  recruitment  conducted  by  the 
Department. 

Goal :  Since  the  Department  of  Highways  does  not  anticipate  any 
vacancies  in  either  of  these  categories  in  the  immediate 
future,  the  goal  is  to  place  one  female  in  each  group  in 
the  next  five  years. 

a.  Action  Item:     Attempt  to  post  management  level  vacancies  internally 

and  concurrently  through  Job  Service.  Affirmative 
Action  job  orders  will  be  requested  through  the 
Personnel  Division. 

b.  Action  Item:    Consider  the  sex  of  the  applicant  along  with  other 

qualifications  for  position  vacancies  in  these  occupa- 
tional groups. 

Responsible 

Official :     Hiring  authority  in  conjunction  with  the  Personnel 
Division. 

Target  Date:   Next  available  opening. 
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2.   Occuoational  Group  -  188  Career  Executive  Series 

Background:    This  occupational  group  is  underutilized  by  one  female. 
Tnis  is  also  a  top-level  management  category,  however, 
the  technical  and  engineering  aspects  are  not  as  criti- 
cal for  this  series  as  they  are  for  the  Civil  Engineer 
and  Maintenance  Chief  Series. 

Analysis :      Few  women  have  applied  for  these  positions  over  the  last 
five  years  due  to  limited  recruitment  conducted  by  the 
Department. 

Goal :         Due  to  the  limited  number  of  positions  in  this  series, 
the  goal  is  to  place  one  female  in  this  series  in  the 
next  five  years. 

Action  Item:   Refer  to  Action  Items  a   and  d^,  located  on  page(s)  5. 

B.  Professionls 

1.   Occupational  Group  -  160  Accountant 

Background:    The  utilization  analysis  of  these  jobs  reflects 

underrepresentation  in  the  professional  levels  of  the 
series.  The  current  female  representation  in  the 
accounting  technician  group  is  in  excess  of  75%  for 
women  but  less  than  12%  of  the  Department  accounting 
professional  positions  are  female. 

Due  to  reorganization,  the  11  Field  Business  Manager 
positions  will  be  eliminated.   In  their  place  will  oe 
five  Centralized  Services  Supervisors,  one  in  each 
District.  The  Kalispell,  Havre,  Bozeman,  Miles  City, 
Wolf  Point  and  Lewistown  Maintenance  Divisions  will 
handle  their  accounting  business  through  the  respective 
Districts.  The  Division  Offices  will  nawe   a  clerk/radio 
operator  responsible  to  the  Division  Maintenance  Chief. 

It  is  anticipated  one  Accountant  will  be  located  in  each 
District.  This  will  be  a  new  position  and  follows  the 
reorganization  pattern  of  placing  more  day-to-day  deci- 
sion-making responsibility  with  the  Districts. 
Accounting  Techs  and  Clerks  will  still  be  located  in  the 
District  Offices.  The  Centralized  Services  Supervisors 
and  the  Accountant  positions  will  be  posted  and  filled 
as  reorganization  progresses. 

Analysis:      Few  women  have  applied  for  these  positions  in  the  past 
because  of  a  limited  recruitment  in  the  Department.  At 
the  same  time,  there  has  been  a  deficiency  in  required 
skills. 
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Tnese  potential  skills  were  not  upgraded  through  training  -  O.J.T.,  formal 
course  work,  etc.,  because  of  budget  constraints. 

Goal :        There  will  be  at  least  10  vacancies  in  this  area  in  the 
next  two  years.  With  the  number  of  qualified  females 
available  for  this  type  of  position,  at  least  four  of 
these  vacancies  should  be  filled  by  qualified  females. 

c.  Action  Item:   Continue  to  use  the  Pay  Plan  Rules  (MOM  Policy  #3-0505, 
Training  Assignments,  Section  2.02)  to  assist  females  to 
move  into  professional  (EEO  Category  B)  positions. 

Responsible 

Official :     District  Engineers  in  conjunction  with  the 

Administrator,  Centralized  Services  Division. 

Target  Date:   Next  available  opening 

Action  Item:   Refer  to  Action  Item  b^,  located  on  page  5, 

Responsible 

Official :     Same  as  Action  Item  b^  and  located  on  page  5. 

Target  Date:   Same  as  Action  Item  b  and  located  on  page  5. 

2.   Occupational  Group  -  005  Civil  Engineer 

-  019  Traffic  Engineer 

-  020  Management  Analyst 

-  029  Materials  Supervisor 

-  169  Administrative  Officer 

-  182  Field  Project  Manager 

-  191  Right  of  Way  Agent  IV  and  Supervisors 

-  199  Planner 

Background:    Many  of  these  positions  are  upper  level  professionals 
and  parity  can  only  be  attained  by  recruiting  from  the 
outside  or  through  entry-level  positions. 

Due  to  reorganization,  many  of  these  categories  will 
experience  a  reduction  in  force.  If  the  funding  level 
increases  and  the  hiring  picture  improves,  the  Depart- 
ment will  implement  the  RIF  Policy.  Beyond  that,  MDOH 
will  activate  the  following  goals  and  action  items  to 
attain  parity  in  these  categories. 

Analysis:     Few  qualified  women  have  applied  for  these  positions  due 
to  limited  recruitment.  Current  female  employees  lack 
training  and  skills  in  these  areas.  It  is  hoped  this 
will  be  remedied  using  the  Upward  Mobility  Guidelines. 
The  occupational  groups  above  include  positions  repre- 
sented by  bargaining  units  and  some  that  are   not.  Those 
that  are  management  will  be  advertised  both  internally 


dk/215C12 


•'ternally.  Those  reoresented  by  a  bargaining  unit 
will  be  advertised  Internally  first.   If  they  remain 
unfilled,  then  they  will  be  advertised  externally. 

Goal:         Hire  at  least  one  qualified  female  in  each  job  category 
in  the  next  five  years  to  help  remedy 
underrepresentation. 

Responsible 

Official :      Hiring  authority  in  con.iunction  with  the  Personnel 
Division. 

Target  Date:   Next  available  opening. 

d.   Action  Item:   Finalize  the  Upward  Mobility  Guidelines  by  the  end  of 

December.  These  procedures  will  be  utilized  to  assist 
employees  in  entry-level  positions  to  move  up  into  these 
professional  categories  to  correct  underrepresentation. 

Responsiole 

Official :      Hiring  authority  in  conjunction  with  the  Civil  Rights 
Unit. 

Target  Date:   January  1933 

C.  Technicians 

Occupational  Group  -  005  Design  Series 

-  018  Engineering  Tech  Series 

-  029  Lab  Tech  Series 

-  191  Right  of  Way  Agents  I-III 

-  199  Traffic  Tech 

Background:    Due  to  reorganization,  most  of  these  categories  will 

suffer  cutbacks  in  personnel.  Most  of  these  positions 
are   the  next  level  above  entry-level  positions  and  would 
most  likely  be  filled  through  the  Upward  Mobility 
Program. 

Analysis:      This  is  a  recruitment  and  upward  mobility  problem. 

Goal :         Place  at  least  one  qualified  female  in  each  category  for 
existing  vacancies  in  the  next  three  years. 

Action  Item:   Refer  to  Action  Item  d,  located  on  page  8. 

Responsible 

Official :      Hiring  authority. 

Target  Date:   January  1983 


dk/215C13 


r 


0.  Protective  Services  -  GVW  Enforcement  Officer 

)  1.   Background:    Due  to  an  intensive  recruitment/selection  effort  by  the 

GVW  Division  in  the  previous  program  year,  an  underutil- 
ization  no  longer  exists  in  this  category. 

E.  Paraprofessional 

1.   Occupational  Group  -  019  Utility  Agent 

-  029  Lab  Supervisor 

-  191  Review  Appraiser 

Background:    Again,  these  three  categories  will  be  adversely  affected 
by  the  reorganization.  They  will  be  filled  from  within. 
If  the  hiring  picture  improves,  the  Department  will  use 
affirmative  hiring  practices  to  correct  the  underrepre- 
sentation  in  these  categories. 

Recruitment  and  Upward  Mobility  problem. 

Place  one  qualified  female  in  each  category  in  the  next 
five  years. 

Action  Item:   Refer  to  Action  Item  d,  located  on  page  8. 

F.  Office/Clerical 

-^^^  1.   Occupational  Group  -  992  Stocker 

Background:    The  utilization  analysis  has  shown  an  underrepresen- 
tation  in  this  category.  This  position  requires  the 
incumbent  to  have  knowledge  of  vehicle  parts,  inventory 
methods,  computer  operation,  typing,  filing,  etc.  The 
analysis  shows  the  Statewide  Labor  Force  has  a  female 
representation  of  28%  for  this  position.  Current  union 
(AFSCME)  policy  is  to  allow  all  department  employees  to 
apply  for  vacant  positions.   In  practice,  however,  only 
union  employees  were  considered. 

Analysis:     This  continues  to  be  a  recruitment  problem. 

Goal :        It  is  estimated  two  vacancies  could  possibly  open  within 
the  next  two  years.  One  of  these  openings  should  be 
filled  by  a  qualified  female. 

e.   Action  Item:   Inform  all  hiring  authorities  of  the  union  contract 

clause  which  allows  all  department  employees  to  apply 
for  a  vacancy  in  this  category. 
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ResDonsible 

Official  :      Labor  Relations  Specialist,  Personnel  Division,  in  con- 
junction with  the  Manaqer,  Civil  Rights  Unit. 

Target  Date:   November,  1982. 

Action  Item:   Refer  to  Action  Item  b^,  located  on  page  5. 

f.  Action  Item:   Notify  the  Union  that  oast  practices  of  considering  only 

Union  employees  will  change.   In  the  future  employees 
will  be  considered  according  to  "Addendum  B,  Article  4, 
Section  4(AFSCME  Agreement)." 

Responsible 

Official  :      Director  of  Highways 

Target  Date:   October  1982 

G.  Skilled  Crafts 

1.   Occupational  Group  -  930  Drill  Operator 

Background:    Drill  Operators  are   employed  in  the  Core  Drill  Section 
of  the  Materials  Bureau.  They  operate  various  types  of 
equipment  under  field  conditions  year  round.   The  mini- 
mum qualifications  for  the  position  Include  a 
Chauffeur's  license,  willingness  to  travel  and  work  out- 
doors and  the  ability  to  perform  heavy  manual  labor. 
Basic  mechanical  abilities  should  also  be  present. 

There  presently  are   no  women  employed  in  any  of  the  six 
Drill  Operator  Series  .iobs.  The  utilization  analysis 
indicates  a  14%  external  availability  of  qualified 
females. 

Analysis :      This  has  been  determined  to  be  a  recruitment  problem. 

Goal :         Fill  one  position  out  of  the  next  five  vacancies  with  a 
qualified  female. 

g.  Action  Item:   Request  an  affirmative  action  iob  order  from  the 

Personnel  Division  in  an  effort  to  reach  parity  in  this 
category. 

Action  Item:   Refer  to  Action  Item  b  located  on  page  5. 

Responsible 

Official :      Chief,  Materials  Bureau 

Target  Date:   Next  available  opening 
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2.   Occupational  Group  -  998  Equipment  Operator/Maintenance  Supervisor 

Background:    These  groups  are  covered  under  union  agreement  and  are 
filled  internally.  They  are  generally  filled  by  Truck 
Drivers  U5T  {EEO-4  Category  H)  through  promotion.  These 
positions  will  be  filled  affirmatively  through  entry- 
level  positions. 

Analysis:      This  is  a  selection  problem.  This  occupational  group  is 
covered  by  a  union  agreement  and  positions  are  filled 
internally.  There  are  currently  no  female  Truck  Drivers 
U5T.  Therefore,  there  are  no  qualified  females  to  move 
into  these  positions. 

Goal :         Place  at  least  one  qualified  female  in  this  category  in 
the  next  five  years. 

h.   Action  Item:   Monitor  progress  quarterly  as  females  are  hired  in  the 

Truck  Driver  U5T  positions,  and  continuing  into  the 
Equipment  Operator/Maintenance  Supervisor  categories  by 
checking  the  "Promotion  Summary"  report. 

Responsible 

Official  :      Manager,  Civil  Rights  Unit 

Target  Date:   Progress  will  be  monitored  quarterly. 

H.  Service/Maintenance 

1.   Occupational  Group  -  382  Custodian 

Background:    This  category  is  underrepresented  by  one  female.  In  the 
past  this  has  been  considered  a  male  occupation. 
However,  in  the  statewide  labor  force  there  is  a  31% 
availability  of  females. 

There  is  currently  one  female  in  this  position  in  the 
Helena  Headquarters.  In  the  oast  this  has  mainly  been  a 
recruitment  problem. 

Place  one  qualified  female  in  an  existing  vacancy  in  the 
next  two  years. 

Refer  to  Action  Item  b^  located  on  page  5. 

Supervisor,  Building  Maintenance  Section. 
Next  available  opening. 


; 


Analysis: 

Goal : 

Action  Item: 

Responsible 
Official: 

Target  Date: 
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2.  Occupational  Group  -  998  Equipnient  Operator 

Background:    This  position  is  the  lower-level  Equipment  Operator  in 

the  series.  Again,  due  to  union  agreement  this  position 
is  generally  filled  by  a  Truck  Driver  U5T  being  pro- 
moted or  reclassified  through  a  1000  hour  upgrade. 

Analysis:      There  are  currently  no  females  in  the  permanent  Truck 
Driver  U5T  series.  The  applicant  pool  at  the  U5T  level 
needs  to  be  enlarged.  This  situation  has  been  deter- 
mined to  be  a  recruitment  problem. 

Goal :         Place  at  least  one  qualified  female  in  this  category  in 
the  next  five  years. 

Action  Item:   Refer  to  Action  Item  h . ,  located  on  page  11. 

Responsible 

Official :      Manager,  Civil  Rights  Unit 

Target  Date:   Hire  date  of  permanent  female  Truck  Driver  'J5T. 

3.  Occupational  Group  -  999  'J5T  Truck  Driver/Laborer 

Background :    An  underuti 1 i zation  of  females  has  been  identified  in 
the  Truck  Driver  U5T  occupational  group.  Union  agree- 
ments require  the  Grade  7  positions  be  advertised  inter- 
nally. The  Grade  5  entry  level  positions  are   not 
required  to  be  posted  internally.  This  oast  winter  two 
females  were  hired  as  temporary  truck  drivers  for  snow 
plowing  (one  in  the  Butte  Division  and  one  in  the 
Missoula  Division).  Both  successfully  completed  the 
Truck  Driver  Training  Course  given  to  all  current 
employees  in  this  position. 

Using  sex  conscious  selection  procedures.  District 
Engineers  will  be  responsible  for  the  successful  place- 
ment of  women  in  temporary  or  permanent  positions.  The 
development  and  implementation  of  the  Pilot  Training 
Program  for  Truck  Drivers  U5T  for  females,  and  RIF'd 
employees  will  give  Field  District  offices  a  pool  of 
potential  applicants  to  assist  in  remedying  the  under- 
representation  in  this  category. 

Although  the  union  agreement  will  be  honored,  employees 
who  successfully  complete  the  training  program  will  be 
considered  for  vacant  positions.   If  the  females  in  the 
trained  applicant  pool  turn  down  the  vacancy,  it  will  be 
offered  to  RIF'd  employees  before  being  referred  to  Job 
Service.  The  following  Action  Items  will  assist  in 
remedying  this  situation. 
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Analysis; 


Goal 


i.   Action  Item: 


Responsible 
Official  : 


Target  Date: 


j.   Action  Item: 


Traditionally  this  problem  has  evolved  from  limited 
recruitment. 

Place  at  least  two  qualified  females  in  each  District  in 
the  next  18  months. 

Implement  the  Pilot  Training  Program  for  DOH  female 
employees  for  the  Truck  Driver  U5T  Position. 


Manager,  Civil  Rights  Unit,  in  conjunction  with  the 
Administrator,  Maintenance  and  Equipment  Division. 

October,  1982  (and  annually  thereafter  if  funds  are 
available) 

Establish  and  maintain  a  pool  of  qualified  female  appli- 
cants for  the  Truck  Driver  U5T  positions. 


Responsible 
Official : 


Target  Date: 
Background: 


Analysis: 


k.   Action  Item: 


District  Engineers,  in  cooperation  with  the 
Administrator,  Maintenance  and  Equipment  Division. 

Available  female  applicants  by  November,  1982. 

Questions  asked  to  applicants  for  the  Truck  Driver  U5T 
vacancies,  statewide,  are  as  varied  as  the  supervisors 
asking  the  questions.  Questions  should  be  directly 
related  to  the  duties  of  the  position.   (Example:  How 
much  truck  driving  experience  have  you  had?  What  types 
of  trucks?  Transmissions?  Why  do  you  feel  you  would  be 
suited  for  this  position?  etc.) 

The  criteria  used  to  make  selections  are   not  standard- 
ized throughout  the  State.  This  has  been  determined  to 
be  a  selection  problem. 

Develop  a  list  of  appropriate  questions  to  be  asked  of 
all  applicants  for  the  Truck  Driver  U5T  position  state- 
wide. 


Responsible 
Official : 


Target  Date: 
1.   Action  Item: 


District  Engineers  in  conjunction  with  the 
Administrator,  Maintenance  and  Equipment  Division. 

March,  1983 

Discuss  modications  to  the  crafts  union  agreement  to 
provide  a  concurrent  consideration  clause  in  the  union 
contract  in  the  selection  process  to  reflect 
EEO/Affirmative  Action  considerations. 


Responsible 
Official : 


Target  Date: 
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Labor  Relations  Specialist,  Personnel  Division,  in  con- 
junction with  the  Manager,  Civil  Rights  Unit. 

Contract  negotiations  for  agreement  commencing  July  1,  1983. 
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MINORITY  UTILIZATION  ANALYSIS 

As  of  May  30,  1982,  the  Department  of  Highways  has  approximately  1,761  permanent 
and  temporary  positions  which  are  covered  under  this  affirmative  action  plan. 
Approximately  _76  of  these  positions  are  occupied  by  minorities.  Review  of  the 
minority  utilization  analysis  indicates  the  Department  of  Highways  shows  only 
one  area  of  minority  underrepresentation  in  an  EEO-4  category  at  this  time. 
This  is  in  the  Paraprofessional  category  (Category  E). 

Minority 

E.   Paraprofessional 

Background:    This  category  is  underutilized  by  one  minority.  Due  to 
reorganization  and  a  reduction  in  force,  the  positions 
in  this  category  are  being  reduced  in  numbers.  Through 
turnover  the  department  will  strive  to  remedy  this 
underrepresentation. 

Analysis:      Few  minorities  have  applied  for  positions  during  the 
oast  due  to  limited  recruitment. 

Goal :         Place  at  least  one  qualified  minority  in  the  parapro- 
fessional category  in  the  next  two  years. 

m.   Action  Item:   Request  affirmative  action  job  orders  on  the  basis  of 

race  from  the  Personnel  Division  to  fill  existing 
vacancies  for  the  paraprofessional  area. 

Responsible 

Official  :      Hiring  authority  in  conjunction  with  the  Personnel 
Division. 

Target  Date:   Next  available  opening. 

n.   Action  Item:   Consider  the  Race  of  applicants  along  with  other  quali- 
fications for  position  vacancies  in  this  job  category. 

Responsible 

Official  :      Hiring  authority  for  positions  in  the  Paraprofessional 
EEO-4  Category. 

Target  Date:   Next  available  opening. 

Action  Item:   Refer  to  Action  Item  d^  located  on  page  8. 

Responsible 

Official  :      Hiring  authority  in  conjunction  with  the  Manager,  Civil 
Rignts  Unit. 

Target  Date:   Next  available  opening. 
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HANDICAPPED  ANALYSIS 


A  utilization  analysis  is  not  conducted  for  the  handicapped  because  there  is  no 
availability  data.  Federal  law  requires  individual  rather  than  statistical 
analysis. 

The  Montana  Department  of  Highways  has  1748  total  permanent  employees,  of  this 
total  approximately  5%  are  handicapped.   A  need  has  been  determined  to  fairly 
consider  qualified  handicapped  applicants  when  vacancies  exist.  When  a  handi- 
capped person  is  interviewed,  the  "Handicap  Selection  Guide  (Form  A)"  is  used  in 
conjunction  with  the  State  Applicant  Flow  System  to  track  the  applicant's 
activity. 

To  obtain  employment  preference,  in  accordance  with  MCA  Title  X  Chapter  2, 
Section  203-206,  a  handicapped  person  must  be  certified  by  the  Montana 
Department  of  Social  and  Rehabilitation  Services.  State  Statute  (MCA  Title  X 
Chapter  2  Section  203-206)  provides  for  preference  to  all  handicapped  applicants 
over  any  equally  qualified  non-handicapped  applicants. 

Goal :        Employ  and  retain  qualified  handicapped  individuals. 

0.   Action  Item:   Send  all  position  vacancies  to  the  Handicapped 

Employment  Coordinator  and  to  the  Vocational 
Rehabilitation  Division  of  SRS. 

Responsible 

Official :     Personnel  Division 

Target  Date:   Next  available  opening. 

p.   Action  Item:   Make  any  reasonable  accommodation  which  would  allow  for 

adequate  job  performance  by  a  handicapped  applicant  or 
employee. 

Responsible 

Official :     Hiring  authority  in  conjunction  with  the  Civil  Rights 
Unit. 
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OVERALL  PROGRAM  ASSESSMENT 

FHWA  Internal  EEO  Review  Recommendations 
June  21-25,  1982 
Montana  Department  of  Highways  Response 
July  22,  1982 


RECOMMENDATION: 


RESPONSE: 
RECOMMENDATION: 


RESPONSE; 


1.  Refine  data  collected  on  new  hires,  promotions  and 
terminations. 

Objective:  To  identify  if  disparate  effect  or  differen- 
tial treatment  exists  in  any  of  these  three  areas  and  to 
provide  solutions.   (23  CFR,  Part  II,  Paragraph  I.) 

Action  Suggested: 

a.  Identify  numbers  in  each  area  by  occupational  cate- 
gory, minority  or  female. 

b.  Make  comparisons  to  total  group,  identifying 
percent  of  each  area  which  are  minority  or  female. 

c.  Analyze  data. 

d.  Draw  conclusions,  identify  solutions  to  potential 
problems. 

e.  Provide  feedback  to  management. 

This  information  will  be  included  in  the  applicant  flow 
report  submitted  on  January  3,  1983. 

2.  Refine  applicant  flow  data. 

Objective:  To  identify  If  there  is  differential  treat- 
ment or  disparate  effect  in  recruitment,  referral  or 
selection  process  and  to  provide  solutions. 

Action  Suggested: 

a.  Identify  representation  of  minorities  and  women  In 
total  applicant  group,  the  referred  group  and  the 
selected  group. 

b.  Make  comparison  to  representation  rates  in  the 
local  force. 

c.  Analyze  data  and  identify  problems. 

d.  Draw  conclusions.  Identify  potential  solutions. 
9.   Provide  feedback  to  management. 

The  report  will  be  submitted  on  January  3,  1983  as  pre- 
viously agreed  on.  The  report  will  cover  the  above  men- 
tioned Items. 


c 
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RECOMMENDATION: 


D 


3.   Develop  a  formal  system  to  increase  the  flow  of  EEO 

information  through  the  ranks  to  be  incorporated  with  a 
regular  management  feedback  system  if  possible. 

Purpose:  To  increase  knowledge  of  EEO  issues  and  to 
reduce  potential  for  complaints  based  on  lack  of  com- 
munication with  the  work  force. 

Action  Suggested: 


a. 
b. 


d. 


Require  regular  staff  meetings  (monthly,  biweekly, 
etc.,  as  appropriate)  in  the  "lower"  ranks. 
Provide  outline  of  major  issues  to  be  discussed 
as  a  guide  to  the  supervisor  in  charge  of  the 
meeting. 

Have  some  way  to  annotate  that  meetings  were  held 
with  verification  of  content.  This  could  be  done 
by  taking  minutes  at  the  meeting,  checking  off  the 
outline  in  b. ,  marking  a  check  sheet  as  meetings 
are  held  giving  names  of  attendees,  etc. 
Provide  EEO  case  studies,  reading  materials,  news 
articles,  mini-training  materials  to  be  used  for 
discussion  at  regular  staff  meetings. 
Provide  management  training  requirements  for  new 
managers,  e.g.,  a  minimum  of  _X_  hours  to  train 
new  supervisors  in  good  management  and  supervisory 
techniques  including  an  interface  with  EEO  issues. 


RESPONSE; 


a.       Regular  staff  meetings  are  routine  procedure  in  the  DOH. 

Geographically  it   is  not  cost  effective  to  bring  all   the  crews  to 

the  District  once  a  month.     However,   it   is 

visors  to  be  brought   in  to  the  District  on 

will   be  their  responsibility  to  filter  the 

crews. 


intended  for  super- 
a  monthly  basis.  It 
information  back  to  the 


b. 


c. 


d. 


The  Administrative  Staff  meeting  minutes  are  disseminated 
throughout  the  organization.  These  minutes  should  be  used  as  an 
outline  of  major  issues  to  be  discussed. 

DOH  does  not  intend  to  implement  this  suggestion.  Evaluation  of 
procedure  will  be  observed  through  asking  employees  in  outlying 
areas  of  their  knowledge  on  applicable  subject. 

The  Department  newsletter.  The  Interchange,  has  one  to  two 
articles  on  EEO-related  issues  each  publishing.  A  copy  of  the 
newsletter  is  disseminated  to  each  employee.  MDOH  feels  there  is 
adequate  information  disseminated  on  EEO-related  issues. 


~) 
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e.   As  agreed  to  by  the  Training  Officer,  this  idea  is  under  study. 
No  final  committment  or  policy  is  established  at  this  time. 
However,  in  accordance  with  MDOH  Training  Policy  currently  two 
hours  of  Civil  Rights  EEO  training  is  required  for  all 
supervisors,  managers  and  employees  annually. 


RECOMMENDATION: 


4.   Work  with  unions  to  provide  a  concurrent  consideration 
clause  in  the  contracts  in  the  selection  process  in 
craft  positions. 


Purpose:  To  reduce  disparate  effect  on  minority  groups 
and  women  caused  by  the  limited  selection  factors  writ- 
ten in  the  current  labor  contract. 

Action  Suggested: 


c. 


Prepare  language  to  inclu 
current  consideration  for 
craft  boundaries.  MDOH  s 
consider  and  select  an  ap 
member  at  the  beginning  o 
Research  case  law  for  ins 
been  ordered  by  court  to 
disparate  effect.  (Ex.  D 
6/29/32  "General  Building 
vs.  Pennsylvania"  No.  81- 
iJse  skilled  negotiators  a 


de  a  provision  for  con- 
individuals  outside  the 
hould  be  able  to  solicit, 
plicant  who  is  not  a  craft 
f  the  recruitment  cycle, 
tances  where  unions  f\a'^ii 
remove  clauses  with  major 
.S.  Supreme  Court  Decision 
Contractors  Association 
280.) 
t  the  bargaining  table. 


RESPONSE; 


a.   The  first  action  taken  on 
cated  in  Item  b. 


this  issue  will  be  researched  as  indi 


b.  Based  upon  the  research,  an  appropriate  proposal  will  be  developed 
for  presentation  at  the  bargaining  session.   It  should  be  noted; 
however.  State  Personnel  is  ultimately  responsible  for  the 
bargaining  position  the  entire  States  undertakes. 

c.  The  Department  has  hired  an  experienced  Labor  Relations 
Specialist.  Negotiating  at  the  bargaining  table  will  be  one  of 
the  tasks  performed  by  this  position. 


RECOMMENDATION: 


5.   Develop  a  process  to  reduce  the  number  of  applicants 
being  referred  to  selection  panels  and  provide  ranking 
factors  to  the  panel . 
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Purpose:  To  reduce  subjectivity  in  the  rating  process 
and  reduce  the  technical  personnel  paperwork  and  time 
used  by  selecting  panels.  To  provide  more  information 
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to  job  applicants  to  reduce  the  aura  of  "screen-out" 
factors  being  added  after  applications  are  received. 

Action  Suggested: 

a.  Develop  rating/ranking  elements  at  time  of  opening. 

b.  Include  these  factors  in  job  announcement. 

c.  Have  Personnel  review  all  applicants  to  weed  out 
unqualified  and  very  low  qualified,  referring  no 
more  than  J(_  number  of  applicants  to  the  panel. 

d.  Selecting  panel  uses  rating/ranking  elements  in 
evaluation. 

e.  Set  up  selection  folders  with  all  documentation  on 
a  selection  to  provide  an  "audit"  trail. 

f.  Do  a  pilot  program  in  one  area. 

g.  Hire  a  staffing  specialist  to  do  technical  work 
instead  of  the  selecting  panel  with  little 
personnel  background  being  responsible. 


RESPONSE: 
a. 


MDOH  agrees  with  this  suggestion.     However,  due  to  budgetary  restric- 
tions    we  do  not  have  the  staff  to  develop  and  implement  a  system  such 
as  this.     Fvery  effort  will   be  made  to  screen  applicants  and  work 
towards'developing  such  a  system,  as  staff  time  permits. 

b.  Same  as  a. 

c.  Same  as  a. 

d.  A  selection  policy  currently  is  in  effect  in  the  DOH.  The  policy  pro- 
vides guidelines  in  developing  a  logical,  consistent  approach  to  selec- 
ting an  individual  for  hire  or  promotion.  It  discusses  job  analysis, 
selection  stratpgy,  comparison  to  minimum  qualification,  training  and 
experience  evaluations,  written  tests,  work  samples,  the  interview, 
reference  checks  and  length  of  service  time.  See  appendixes  A,  B,  L, 
and  D  for  specific  guides  for  the  construction  and  administration  of 
the  oral  interview  procedure.  A  copy  of  the  policy  was  secured  by  the 
E.O.  Specialist  during  the  review.  (Policy  3-0160) 

e.  Selection  folders  are  currently  set  up  in  the  Personnel  Division.  The 
folder  includes  the  requisition  for  the  position,  the  posting  notice, 
the  apDlications,  and  the  applicant  flow  data.  The  screening  committee 
and  the  selecting  official  are  included  if  applicable. 

f.  If  the  system  is  developed  under  "A"  this  technique  will  be  considered. 

g.  Budgetary  restraints  at  this  time  do  not  permit  MDOH  to  hire  additional 
staff  in  the  Personnel  Division. 


J 


dk/215C24  -19- 


RECOMMENDATION: 


6. 


RESPONSE 


Set  realistic  hiring  goals  and  communicate  goals  to  all 
hiring  officials. 

Purpose:  To  set  attainable  goals  and  provide  accoun- 
tability at  the  selection  level. 

Action  Suggested: 

a.  Use  underreoresentation  study  information  from 
State  Personnel . 

b.  Identify  projected  turnover  in  each  job  category 
as  well  as  anticipated  hires  (one  for  one,  one 
hire  for  two  vacancies,  etc.) 

c.  Communicate  clearly  to  supervisors  the  hiring 
goals  for  jobs  they  supervise. 

d.  Remind  supervisors  of  hiring  goals  when  a  new 
hire  is  being  considered. 

e.  Maintain  cumulative  hiring  records  to  evaluate  if 
goals  are  met  throughout  the  year. 


a.  This  has  been  done,  see  goals  throughout  AAP. 

b.  This  cannot  be  done  until  applicant  flow  is  available  from  State 
Personnel  in  January. 

c.  Hiring  goals  are  communicated  to  hiring  officials  through  verbal 
and  written  communications. 

d.  The  Civil  Rights  Unit  intends  to  make  every  effort  to  apprise  the 
hiring  authority  of  his/her  underrepresentation  when  a  vacancy 
occurs. 

e.  A  system  is  being  developed  by  the  Civil  Rights  Unit  to  monitor 
activity  in  areas  where  goals  are  set.   i.e.,  How  many  vacancies 
occurred,  sex/race  conscious  Affirmative  Action  Job  Orders  re- 
quested by  hiring  authority,  sex/race  conscious  selection  proce- 
dures utilized,  etc. 


VII, 


FUTURE  REPORTING  REQUIREMENTS 


REQUIREMENTS: 

RESPONSE: 

REQUIREMENTS: 


Final  evaluation  of  training  tracking  system  due  September  1, 
1982. 

The  report  accompanied  the  submission  of  the  year  EEO-Update 
(August  3,  1982). 

Evaluate  applicant  flow  system  with  corrected  statistics  for 
the  period  of  July  1,  1981  through  June  30,  1982.  Due 
October  1,  1982. 


f 


dk/215C25 


-20- 


7) 


RESPONSE; 


MDOH  has   contention  with  this   requirement.      It  was  agreed 
this   report  would  be   finalized  January  3,   1983   (ref:   last 
page  Carrol le  Rushford's   notes  on  the   review)   instead  of  due 
on     October  1,   1982. 


D 


The  information  from  the  State  Personnel  Division  was  not 
available  on  July  1,  1982  for  agency  use.  In  checking  with 
the  Division,  they  said  they  informed  Carrolle  the  Payroll, 
Personnel,  Position  Control  System  (P/P/P/System) ,  would  be 
up  July  1,  1982,  not  the  applicant  flow  system.  Therefore 
MDOH  won't  even  be  receiving  the  loaded  applicant  flow  data 
from  the  Division  until  January.  Until  the  data  is  received, 
MDOH  cannot  review  and  determine,  if  accurate/inaccurate  data 
is  available. 


COMMENT: 
RESPONSE: 


MDOH  will  submit  the  report  on  the  agreed  submission  date  of 
January  3,  1983. 

It  is  suggested  MDOH  keep  the  number  of  action  items  to  a 
mi  nimum. 

In  an  effort  to  meet  both  State  and  Federal  requirements  and 
to  avoid  duplication  of  effort,  the  Department  has  combined 
both  requirements  into  one  Plan.  The  state  requirements  call 
for  a  much  more  in-depth  analysis  of  separate  underrepre- 
sented  areas  than  the  Federal  FHPM  2-2-2. 
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FHWA  Internal  EEO  Review 
June  21-25.  1982 


ITEMS  OF  UNDERSTANDING 

During  the  FHWA  Internal  Review  the  Regional  E.O.  Specialist  identified  certain 
issues  which  were  considered  to  be  necessary  to  keep  the  EEO  program  running 
smoothly.  MOOH  has  agreed  to  the  understandings  which  are  outlined  below. 

1.  Do  a  followup  on  Survey  Aide  I's  to  be  sure  no  differential  treatment 
is  occurring  in  work  assignments  and  the  information-giving  process. 

2.  Continue  with  training  opportunities  to  assist  employees.   (As 
currently  being  done  in  the  under  Truck  Driver  U5T  training,  and  the 
computer  and  accounting  extension  courses  through  Carroll  College.) 

3.  Continue  to  offer  hypothetical  exam  situations  in  Right  of  Way  to  pre- 
pare employees  for  promotion  or  reclassification  as  the  need  arises 
when  such  openings  become  available. 

4.  Should  hiring  opportunities  improve,  institute  active  recruitment  of 
minorities  and  women. 

5.  Continue  EEO  training  as  appropriate  with  an  emphasis  next  year  on  han- 
dicapped issues  such  as  interviewing  techniques,  etc.,  and  publicizing 
the  Affirmative  Action  Plan  itself. 

6.  Continue  to  provide  EEO  performance  feedback  to  Director  on  supervisors 
and  managers,  and  review  performance  appraisals  as  they  are  completed. 

7.  Analyze  training  data  for  last  12  months  and  make  recommendations,  as 
appropriate  by  9/1/82. 

8.  If  Butte  District  office  remodels,  anticipate  changing  the  ramping  for 
handicapped. 

9.  Have  all  Oistict/Area  offices  evaluate  accessibility  for  the 
handicapped,  doing  as  many  modifications  as  possible. 

10.  Rather  than  rely  on  Job  Service  to  make  minority  contacts,  MDOH  will  do 
tnis  themselves  when  announcing  vacancies. 
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PART  III 
EMPLOYMENT  STATISTICAL  DATA 


'J 
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AFFIRMATIVE  ACTION  PLAN 
FIVE  YEAR  GOALS  &  TIMETABLES* 


EEO-4  CATEGORIES 

Overal 1 
Current     Current      Total  No. 
Officials/Admin.   Parity   Underuti 1 ization  In  Category 

4 
0 


24 
0 


Females 

5 

Minorities 

1 

Professionals 

Females 

50 

Minorities 

11 

Technicians 

Females 

68 

Minorities 

17 

Protective  Service 

Females 

6 

Minorities 

3 

Para-Professionals 

Females 

5 

Minorities 

1 

Office/Clerical 

Females 

43 

Minorities 

2 

Skilled  Craft 

Females 

9 

Minorities 

9 

Service/Maint. 

10 
0 


0 
0 


2 
1 


3 
0 


OT  107 


GOALS  TO  BE  MET 
1983  1984  1985  1986  1987 


F 

1 

0 

1 

1 

1 

0 

M 

1 

0 

0 

0 

0 

0 

OT 

53 

F 

26 

2 

2 

1 

1 

I 

M 

11 

0 

0 

0 

0 

0 

OT 

316 

F 

58 

2 

2 

1 

1 

I 

M 

18 

0 

0 

0 

0 

0 

OT 

474 

F 

6 

0 

0 

0 

0 

0 

M 

3 

0 

0 

0 

0 

0 

OT 

65 

F 

3 

0 

1 

1 

0 

1 

M 

0 

0 

1 

0 

0 

0 

OT 

37 

F 

85 

1 

1 

1 

0 

0 

M 

9 

0 

0 

0 

0 

0 

9 

F 

0 

1 

1 

0 

0 

0 

0 

M 
OT 

9 
316 

0 

0 

0 

0 

0 

9 

F 

1 

5 

6 

0 

0 

1 

0 

M 
OT 

27 
377 

0 

0 

0 

0 

0 

Females        11 
Minorities      12 

0  =  parity  has  been  reached 

To  find  current  utilization  subtract  underutil ization  from  parity.  For  example: 
Technicians    Females  68  minus  10  =  58  current  employees  who  are  female. 

*The  suggested  goals  are  only  an  approximation  and  are  based  on  projected  turnover  and  the 
ability  to  replace  personnel  in  accordance  with  budget  and  staffing  restrictions.       ^^ 
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SUMMARY  OF  MINORITY/FEMALE  REPRESENTATION 
IN  PERMANENT/FULL-TIME  STATE  WORK  FORCE 


Total 

MDOH 

Percent 

MDOH 

Percent 

MDOH 

Year 

Employees 

Employees 

Minority 

% 

Female 

% 

Administrators 

1980 

620 

2.1 

* 

18.2 

1981 

449 

43 

1.0 

2.3 

17.8 

0 

Professional 

1980 

2652 

2.7 

* 

32.1 

1981 

3035 

317 

2.5 

3.5 

32.52 

7.6 

Technical 

1980 

1773 

2.7 

* 

42.3 

1981 

1707 

483 

2.05 

3.5 

49.67 

11.8 

Protective 

Services 

1980 

446 

2.4 

* 

3.1 

1981 

421 

66 

2.61 

4.8 

2.85 

10.6 

Paraprofessional 

1980 

975 

4.4 

* 

66.5 

1981 

842 

18 

3.09 

0 

64.48 

22.2 

Clerical 

1980 

1777 

2.5 

* 

90.2 

1981 

1690 

84 

2.60 

7.1 

90.18 

91.7 

Skilled  Craft 

1980 

440 

3.2 

* 

1.1 

1981 

414 

358 

1.93 

3.4 

1.69 

0 

Service/Main- 

* 

Tenance 

1980 

783 

2.8 

9.9 

1981 

779 

342 

4.11 

7.0 

16.3 

.3 

Total 

1980 

9602 

2.8 

* 

42.4 

1981 

9390 

1711 

2.54 

3.9 

44.08 

9.9 

*  Note:  State  Personnel  reclassified  all  EEO-4  Categories  statewide,  thereby  making  any 
comparison  invalid. 
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LABOR  FORCE  INFORMATION 
TOTAL  LABOR  FORCE 


Labor  Force  LiC  County  -  1981  #1           Female  44.02% 

Minority  1.05% 

State  of  Montana  -  1981  #1                Female  42.25% 

Minority  3.58% 

1970  L&C  County  #2                      Female  37.50% 

Minority  1.12% 

1970  State  of  Montana  #2                 Female  35.13% 

Minority  2.75% 


EMPLOYED  LABOR  FORCE 
Montana  -  1978  Data  #1 
Montana  -  1981  Data  H 
L&C  County  -  1970  #2 
National  -  (1978)  #3 


Female 

38.50% 

Minority 

3.70% 

Female 

41.99% 

Minority 

3.01% 

Female 

42.04% 

Minority 

2.20% 

Female 

42.56% 

Minority 

11.06% 

#1  Source  -  Employment  Security  Division,  Annual  Planning  Report  for  1981, 

#2  Source  -  Census  of  1970. 

#3  Source  -  Employment  &  Earnings  -  Bureau  of  Labor  Statistics 
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DEPARTMENT  OF  HIGHWAYS  INTERNAL  DISCRIMINATION 

COMPLAINT  POLICY 

Policy  3-0605.2  Revised  Date  July  26,  1982 

The  purpose  of  the  policy  is  to  guarantee  all  Department  of  Highways'  employees 
a  procedure  for  resolving  allegations  of  discriminatory  treatment  in  term,  con- 
dition or  privilege  of  employment  or  training  based  on  race,  creed,  religion, 
political  beliefs,  sex,  marital  status,  color,  age,  physical  handicap,  mental 
handicap,  national  origin,  or  sexual  harassment  on  the  job. 

Definitions  as  used  in  this  policy: 

EMPLOYEE  means  any  employee  of  the  Department  of  Highways. 

DEPARTMENT  means  the  Department  of  Highways. 

E.E.O.  COUNSELOR  means  the  employee  appointed  to  such  position  in  each  of 
the  Department's  field  districts  and  Helena  Headquarters. 

MANAGER,  CIVIL  RIGHTS  UNIT  means  the  employee  appointed  to  such  position  in 
the  Department's  Helena  Headquarters. 

COMPLAINT  means  an  allegation  of  discriminatory  treatment  in  term, 
condition,  or  privilege  of  employment  or  training  based  on  race,  religion, 
creed,  sex,  political  beliefs,  marital  status,  color,  age,  physical 
handicap,  mental  handicap,  national  origin  or  sexual  harassment  on  the  job. 

DIVISION  ADMINISTRATOR  means  the  employee  designated  as  such  for  the  legal 
division,  centralized  services  division,  engineering  division,  gross  vehicle 
weight  division,  maintenance  and  equipment  division,  personnel  division,  and 
program  development  division. 

DISTRICT  ENGINEER  means  the  employee  designated  as  such  for  the  five  field 
districts:  Missoula,  Butte,  Great  Falls,  Billings  and  Glendive. 

CONCILIATORY  PANEL  means  a  panel  composed  of  three  members  convened  to 
inquire  into  the  substance  of  a  complaint.  The  committee  shall  consist  of 
one  member  designated  by  the  complainant,  one  member  designated  by  the 
Department,  and  a  third  member  selected  by  the  members  designated  by  the 
complainant  and  the  Department.  The  third  member  shall  chair  the  panel. 
All  members  shall  be  employees  of  the  Department. 

INQUIRY  means  the  process  of  gathering  and  weighing  evidence  bearing  on  the 
complaint.  This  process  may  include  (a)  securing  documents:  (b)  con- 
ciliatory panel  meetings  relating  to  procedure  and  preparation  of  findings 
and  recommendations;  and  (c)  hearings. 

GENERAL  CONSIDERATIONS 

1.   This  policy  shall  be  utilized  for  the  specific  purpose  of  attempting  to 
resolve  allegations  of  discriminatory  treatment  in  employment  or 
training  based  on  race,  creed,  religion,  sex,  marital  status,  color, 
age,  physical  handicap,  mental  handicap,  national  origin,  or  sexual 
harassment  on  the  job. 
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2.  All  Department  employees  shall  have  access  to  the  policy. 

3.  Each  division  administrator/district  engineer  shall  be  responsible  for 
the  administration  of  the  policy  in  the  respective  division. 

4.  Employees  have  the  right  to  representation  at  any  step  of  the  complaint 
process.  Costs  of  representation  shall  be  paid  by  the  employee. 

5.  Employees  alleging  discriminatory  treatment  by  the  Department  are 
encouraged  to  utilize  this  policy;  however,  they  may  concurrently  file 
with  the  State  Human  Rights  Commission  or  the  U.S.  Equal  Employment 
Opportunity  Commission.  Complaints  filed  with  the  State  Human  Rights 
Commission  or  U.S.  Equal  Employment  Opportunity  Commission  must  be 
filed  not  later  than  180  days  after  the  occurrence  of  the  alleged  act 
of  discrimination.  Retaliation  against  an  employee  for  filing  a 
discrimination  complaint  is  unlawful.  Action  may  be  taken  by  the  State 
Human  Rights  Commission  or  U.S.  Equal  Employment  Opportunity  Commission 
should  retaliation  occur. 

6.  Employees  shall  not  be  subject  to  termination,  demotion,  or  any  form  of 
punitive  action  for  filing  grievances  pursuant  to  this  policy. 

Copies  of  the  Complaint  Form  can  be  obtained  from  Supply.  Questions  regarding 
either  the  Complaint  Policy  or  Procedures  should  be  directed  to  the  Civil  Rights 
Unit. 
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Complaint  Procedures 
(Informal  and  Formal) 

A.  Informal  Discussion  with  Immediate  Supervisor. 

1.  Within  30  working  days  of  the  occurrence  or  discovery  of  the  alleged 
act,  the  employee  must  discuss  this  act  with  the  immediate  supervisor 
and  EEO  Counselor.  (If  the  employee  cannot  discuss  this  matter  with 
the  immediate  supervisor,  then  he/she  must  discuss  it  with  the  next 
level  supervisor  and  EEO  Counselor  within  the  same  30  working  day 
period.) 

2.  Immediately  after  the  discussion  among  supervisor,  employee  and  EEO 
Counselor,  a  joint  memo  will  be  prepared  by  the  supervisor  and  EEO 
Counselor  indicating  the  date,  subject  matter  and  proposed  solutions 
which  will  be  sent  by  the  supervisor  and  EEO  Counselor  to  the  Civil 
Rights  Unit  Manager. 

3.  The  supervisor  and  EEO  Counselor  must  respond  in  writing  to  the 
employee  indicating  either  support  or  denial  of  the  complaint  within 
ten  working  days  of  the  discussion. 

4.  If  response  is  favorable  to  the  employee,  a  copy  of  the  response  shall 
be  forwarded  to  the  aopropriate  District  Engineer,  Division  Administra- 
tor, Civil  Rights  Unit  Manager,  Personnel  Administrator  and  Director 
through  the  Civil  Rights  Unit  Manager  for  consideration. 

5.  The  Director  shall  make  the  final  decision  and  it  shall  be  the  final 
department  action  concerning  the  allegation. 

B.  Formal  Written  Complaint 

1.  If  the  supervisor's  and  EEO  Counselor's  joint  response  is  unsatisfac- 
tory to  the  employee,  he/she  may  present  a  formal  written  discrimina- 
tion complaint  form  (Form  139)  to  the  appropriate  District  Engineer/ 
Division  Administrator  and  the  Civil  Rights  Unit  Manager  within  10 
working  days  of  the  supervisor's  and  EEO  Counselor's  written  response. 

2.  If  the  supervisor  and  EEO  Counselor  fail  to  respond  in  writing  within 
15  working  days  of  the  discussion  with  the  employee,  the  employee  may 
present  a  formal  written  complaint  form  to  the  appropriate  District 
Engineer/Division  Administrator  and  the  Civil  Rights  Unit  Manager. 

3.  The  appropriate  District  Engineer/Division  Administrator  shall  have  10 
working  days  from  receipt  of  the  written  complaint  to  prepare  a  re- 
sponse. The  District  Engineer/Division  Administrator  should  consult 
with  the  Civil  Rights  Unit  Manager  prior  to  responding  to  the  written 
complai  nt. 

4.  If  the  response  is  favorable  to  the  employee,  a  copy  of  the  response 
shall  be  forwarded  to  the  Civil  Rights  Unit  Manager,  Personnel 
Administrator  and  Director  through  the  Civil  Rights  Unit  Manager  for 
consideration. 

5.  The  Director  shall  make  the  final  decision  and  it  shall  be  the  final 
department  action  concerning  the  complaint. 
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C.  Conciliatory  Panel 

1.  If  the  appropriate  District  Engineer/Division  Administrator  response  is 
unsatisfactory  to  the  employee,  he/she  may  request  a  hearing  before  a 
conciliatory  panel  within  10  working  days  of  the  written  response. 

2.  If  the  District  Engineer/Division  Administrator  fails  to  respond  within 
15  working  days  of  the  receipt  of  the  formal  complaint,  the  employee 
may  request  a  hearing  before  a  conciliatory  panel. 

3.  The  request  for  the  hearing  shall  be  made  in  writing  to  the  Civil 
Rights  Unit  Manager. 

4.  The  Civil  Rights  Unit  Manager  shall  then  initiate  the  arrangements  for 
the  hearing.  The  Personnel  Administrator  shall  designate  the  one 
department  member  of  the  panel.  The  employee  will  designate  one  member 
of  the  panel.  Together  those  two  individuals  will  agree  on  a  third 
member  who  will  be  the  chairperson.  Designation  of  all  Conciliatory 
panel  members  shall  be  made  within  10  working  days  of  the  receipt  of 
the  written  request  for  a  hearing. 

5.  Inquiry  into  the  complaint  will  begin  within  10  working  days  of  the 
selection  of  the  third  panel  member. 

6.  The  panel  shall  submit  written  documentation  of  its  findings  and  recom- 
mendations to  the  Director  with  a  copy  to  the  Civil  Rights  Unit  Manager 
and  appropriate  District  Engineer/Division  Administrator. 

7.  The  panel's  findings  and  recommendations  are  not  binding  on  the 
Director. 

8.  The  Director  shall  make  the  final  decision  within  ten  working  days  of 
the  receipt  of  the  panel's  findings  and  recommendations.  It  shall  be 
the  final  department  action  concerning  the  complaint. 


J 
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FORM  139 


FORMAL  DEPARTMENTAL  DISCRIMINATION  COMPLAINT  FORM 


NAME  OF  COMPLAINANT 


RESIDENCE  MAILING  ADDRESS 
BRIEF  SUMMARY  OF  DUTIES 


CURRENT  CLASSIFICATION 

PHONE:  WORK  

RESIDENCE 


SPECIFY  BASIS  OF  DISCRIMINATION:   (Check  those  that  are  applicable) 


SEX 

SEXUAL  HARASSMENT 

RACE/COLOR 

NATIONAL  ORIGIN 

RELIGION 


SPECIFY  THE  AREA  OF  DICRIMINATION: 

PERFORMANCE  APPRAISAL 

RECRUITMENT 

SELECTION 

PROMOTION 

DISCIPLINARY  ACTION 

DEMOTION 


AGE 

HANDICAP   (MENTAL/PHYSICAL) 

MARITAL  STATUS 

POLITICAL  BELIEF 

RETALIATION 

TRANSFER 

TERMINATION 

LAYOFF 

OTHER 

SELECTION  FOR  TRAINING  PROGRAMS 


HAS  THE  ALLEGED  DISCRIMINATION  COMPLAINT  BEEN  DISCUSSED  WITH  YOUR  IMMEDIATE 
SUPERVISOR?       IF  SO,  BRIEFLY  STATE  ACTIONS  TAKEN  


BRIEFLY  DESCRIBE  ALLEGED  DISCRIMINATORY  CHARGE: 


INDIVIDUAL(S)  INVOLVED  IN  DISCRIMINATORY  CHARGE:   CURRENT  CLASSIFICATION(S)  OR  TITLE: 

1.   1.   

2.   2.   

3.  3.  


ACTUAL  DATE  DISCRIMINATION  OCCURRED  OR  BEGAN:   MONTH 
SPECIFY  THE  CORRECTIVE  ACTION  THAT  YOU  ARE  SEEKING 


DAY 


YEAR 


COMPLAINANT'S  SIGNATURE/DATE 


MANAGER.  CIVIL  RIGHTS  UNIT'S  SIGNATURE/DATE 


Original:   Civil  Rights  Office 
cc:        Complainant 

Conciliatory  Panel 

Division  Administrator  &/or  District  Engineer 
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DEFINITIONS 

Parity  -  The  number  of  protected  class  individuals  that  should  be 

part  of  the  employers  work  force  in  order  that  they  be 
represented  in  proportion  to  their  availability  in  the 
qualified  labor  market. 

Priority  One 

Underutil ization   -  Minority/Female  representation  in  the  job  group  is  lower 

than  their  representation  in  the  qualified  labor  force. 

Priority  Two 

Underutil ization   -  Minority/Female  representation  in  the  job  group  is  lower 

than  their  representation  in  the  total  labor  force  but  is 
higher  than  their  representation  in  the  qualified  labor 
force. 

Protected  Classes  -  A  protected  class  member  is  one  of  a  group  of  persons  who 

historically  has  suffered  discrimination.  Protected 
classes  are  minorities,  females  and  the  handicapped, 

Underutilization   -  Employment  situations  in  which  there  are   significantly 

fewer  persons  of  a  protected  class,   i.e.  Women  or  minori- 
ties employed  within  a  specific  job  category. 

AFFIRMATIVE  ACTION  JOB  ORDERS  -  If  a  permanent  vacancy  exists  for  a  specific  job 
category  which  has  an  underutilization,  the  hiring  authority  should  request 
either  a  race  or  sex  conscious  job  order  from  the  Personnel  Division  when  the 
vacancy  is  being  referred  to  Job  Service. 

RACE  AND  SEX  CONSCIOUS  HIRING/SELECTION  PROCEDURES  -  Allow  employers  to  take 
race  and  sex  into  consideration  for  selection  to  remedy  women  or  minority 
underrepresentation  within  a  specific  job  category.  This  measure  is  an  attempt 
to  remedy  past  discriminatory  effects  on  protected  classes  of  people. 

PROCEDURES: 

1.  Entry  Level  Position  -  In  an  effort  to  remedy  underutilization  within  a  spe- 
cific job  category,  hiring  authorities  may  select  an  applicant  using 
race/sex  as  a  basis  (depending  on  the  underrepresentation)  as  long  as  the 
individual  meets  the  entry  level  minimum  qualifications. 

2.  Promotion  Positions  -  When  trying  to  remedy  an  underutilization  within  a 
specific  job  category,  hiring  authorities  may  only  select  an  applicant  using 
race/sex  as  a  basis  (depending  on  the  underrepresentation)  when  two  appli- 
cants are   essentially  equally  qualified.  (Thus,  the  individual  which  would 
remedy  the  underrepresentation  would  be  chosen.) 
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